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Completing the Registration Process 

on the AdvancED Website 
 

School Instructions 
 

 
1. To register on the AdvancED website, go to www.advanc-ed.org and click the Login link in the upper 

right corner.  The process of registering on the AdvancED website creates a personal profile in the 
system and will enable you to manage accreditation activities for your school/district. 

 
AdvancED Homepage 

 
 

2. Click the Not registered yet link to enter your personal profile information. 
 

Login Screen 
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3. The Personal Profile screen will display.  Complete the information, making sure to fill in all required 
fields marked with an (*) asterisk.  Create a personal password of your own choosing. 
Note:  passwords must be at least six characters long and include at least one number. 

 
Personal Profile Screen 

 
 

4. If you are responsible for school improvement/accreditation activities for your school or district, click 
the checkbox to indicate.  Then enter the Access Code assigned by your AdvancED state office.  If you 
are unable to locate the notification letter, contact your state office for this information.  State office 
contact information is located at www.advanc-ed.org/about_us/state_offices. 

 

 
 

5. If you work for a member school or district, click the Select School/District button.  If you do not work 
for a member school or district, indicate by checking the Work Information Not Applicable box and 
continue by completing the address information for your organization. 
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6. If you indicated that you work for a member school or district, the Select Institution screen will display.  
Specify your search criteria by using the drop-down menus to locate your school or district and click the 
Search button. 

 
Helpful Tips for Searching 

• You can leave the City Contains field and the School Contains field blank if you wish. 
• To narrow your search, you may enter all or part of the school name in the School Contains 

field. 
• To locate your school in the list, use the scroll bar on the right or click the links for Next and 

Last.  You can also use the Page drop-down list to easily page through the list. 
• Schools may be sorted in ascending or descending order by using the Sort by drop-down menus. 
• The Reset button will reset or clear your search criteria so you can begin a new search. 

 
 

Select Institution Screen 
 

 
 

7. A list of schools matching your search criteria will display.  Once your have located your school, make 
your selection by clicking the radio button, then click the Select button when you are finished. 
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8. After selecting your school from the list, the Personal Profile will re-display.  Basic address and phone 
information for your school will automatically be inserted into the Work Contact Information section 
for you.  Make changes if needed.  Note:  any changes made in your personal profile will not update the 
information in the school record.  If you wish to update the information in the school record, please 
contact the person responsible for completing the School Demographics Update. 

 
 

 
 
 

9. Indicate the position(s) you hold at the school or district.  If your position is not listed, enter the 
information in the If other, specify field(s). 
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10. If applicable, uncheck the Home Contact Information checkbox and indicate either your home or 
work as your primary contact information. 

 

 
 

11. Indicate your Credentials and Areas of Expertise if you will be serving on teams.  Otherwise, SKIP 
this section and click the Save button to save your profile. 

 

 
 

12. Indicate your Willingness to Serve by clicking the checkbox and indicate the organizations you would 
like to become affiliated/associated with by making your selection from the list on the left and clicking 
the arrow button  to move your selection to the empty box on the right. 
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13. Enter a Brief Biography in the text box.  Otherwise, SKIP this section and click the Save button to save 
your profile. 

 
14. Indicate your dates of availability for School/District visits by clicking the appropriate checkboxes.  

Choose the appropriate School Type Expertise from the drop-down lists and click the Save button to 
save your Profile. 

 

 
 
 

15. Once the registration process is completed, you will receive a Registration Confirmation message on 
the screen as well as a Confirmation E-mail. 
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